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(You may need to allow pop-ups in your web I Turn OFf Pop-up Blacker
browser to use BenefitReady. Your browser Phishing Filter Pop-up Blocker Settings k
may alert you that BenefitReady is attempting to
open a pop up window, and to use the system you
must allow it.)

Log on at www.BenefitReady.com.

Delete Browsing History, .,

Manage Add-ons

Subscribe ko this Feed. .,
Feed Discovery 3
Windows Update

Windows Messenger
Diagnose Connection Problems. ..

X. In Internet Explorer you can
go to the Tools menu and allow
pop ups BenefitReady site.

If you have logged on to
BenefitReady before, simply enter
your User ID and Password.

If this is your first login, follow the
instructions below to create your
own User ID and Password.

Benefit Ready

s [ OGIN

If You Are A New User...

User ID:

Create your own
User Id and Password:

The Steps are simple:

Benefit Ready

Account Validation

1. Click on the New User Button.

If vou are an Employes User and this is the first time
vou have logged into BenefitReady ...or
If yvou are new to the system, please fill out the form.

Enter the Last 4 Digits of your SSN

2. Enter the last four digits of
your social security number,
your last name, and
your first name.

Click on Continue. Enter Your Last Name||| ﬂ
Enter Your First Name||| ﬂ
Cancel E Confinu
L :k!
. .,
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3. Create a User Id and
Password by filling in the:

User Id field

(7-12 Characters using
letters “A” through “Z”
and/or

numbers “0” through “9”)
and

Password

(3-10 Characters using

letters “A” through “Z”
and/or

numbers “0” through “9”)

Confirm Password
(by typing it in exactly the same way)

Enter Your E-mail Address
(The E-mail field is not required,

but providing an e-mail address will
allow you to retrieve your User ID or
Password should you forget them.)

Click on the Create Button

4. Log on with your new
User ID and Password.

(Once you have created your

new User ID and Password,

you may change it at any time,
from the My Profile menu option -
UserID and Password, on your

profile page.)

Beneﬂt Ready

Create User ID

Enter a New User ID
(7-12 Characters: Il
A-7Z, D-9)

Password

{3-10 Characters: A—

7, 0-9)

F
Gonfirm Password
Enter Your E-Mail
Address #k

Carce| | Creat

** The Email field i not required, bu awiding an email
address will allow you to retrieve your Uzer [0 or Pasaword
should wou forget them.

@

{‘?n efit Ready

et L= LT[

If You Are A New Usar...

User ID:

Password:

D] powereasy| @)
cam TOTAT 1947 U AEE——
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Viewing Your Dependents and Dependent Information

After logging in you will be
brought to your Profile page.
Please review your profile
information and update your
marital status if it is not correct.

You can also go to your /ife plan
elections to add and assign your
beneficiaries.

If you have flexible spending
accounts, you can look up your
balances and claim details.

1. To review your dependent
information, click on the

My Profile tab at the top of the My Benefits WforkAow

screen and choose Dependents.

Dependents for: John Sample

2. Any dependents will be
listed on the Dependent Screen. This roster is used to assign Dependents to
To view that dependent’s specific Your ability to designate dependents under
information, click on the Plus sign
next to the dependent’s name.

Add Dependent

3. Please review the information.
Flk , Jane Sample

If any information on your
dependents is missing or
inaccurate, make the changes in

the dependent’s record and click ( 3

on “Save.” Dependent Name

Note: Please include your spouse IE' Jane Sample

and any dependent children even if - =
you do not carry benefits coverage m Tt e

Jfor them. First Mame | Jane Middle |
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4. To add a new dependent,
click on “Add Dependent.”

S. This will bring up a box for
you to complete your dependent’s
first and last name, birth date,
relationship, and gender.

Click “Save” to add the
dependent to your record.

Note: adding a dependent to your
roster will not add that dependent
to benefit plans. Dependents

can be added to benefit plans
only during open enrollment or a
qualifying life event.

The City of Saint Paul requests
that you add your spouse and
any dependent children to your
dependent record even if you do
not cover them under any plans.

6. To assign your beneficiaries,
click on the My Benefits tab at
the top of the screen and choose
Life and Disability Plans.

°|::|Epernjer|t5 for: John Sample

This roster is used to assign Dependents to
Your ability to designate dependents under

Add Dependent k!

_ Dependent Name

~Jane Sample

6 ) On the next page skip to step 2

Adld A Noew Depoendent

First N*kJ I . Last Name |
BEMN s Db Dale of Birth I [T
Gendar TR - | Relationship [sF0u=E - |

Is dependent a Full Time Student

Is dependant Medicara Cligible
Is depandant Disabled

1% dependent covered by ol ber health insorance? | [~}
|=
| .

My Benefits

I
Medical Plans

Dependent Crental Plans

This rost Yizion Plans

Errallrment i cp b Ao

siw [ ot |

A —

n Dependents to certain benefits.
Your abil |Life and Disability Plans "ependents under a specific benefit will be d

Flexible Spending




Viewing Your Elections and Adding Beneficiaries

After logging in you will be
brought to your Profile page.

Please review and change your
Marital Status if it is incorrect.

From the Profile screen
you can go to your life plan

|

. . el e 3
elections to add and assign your ;
. . CELTE b
beneficiaries. s
uam.
RS AT S R e Eann walany

If you have flexible spending
accounts, you can look up your

balances and claim details. _
1. To assign your beneficiaries,

click on the My Benefits tab at
the top of the screen, choose

Life and Disability Plans. @

2. The Life Benefits screen ia E‘it—" ﬂf:“fiiﬂquy ‘
will show all your current life

insurance and disability plan
elections. (Click on the Plus sign

e vl Dinability Bl
= supplensental Life

next to each plan to expand it and Hombar baid e = N - —
show the plan’s details.) o Sanen o Brya App o |

whe Ll (1n]
Above each plan you will = pasie 110

see a “Click Here to Review
Beneficiaries” button.

Clicking on that button will
bring up any beneficiaries
assigned to that life plan.

If you have not previously
entered any beneficiaries,
none will be listed.




3. Click on “Add a Beneficiary”

in the pop up box to add ALL
your beneficiaries, even those Member Paid _ |I= c Son e [ ]
. . . Benefit i
you wish t.o assign to other life s250,00000 | Gene Lavaliie 0] -
plan elections. (] Eugene Lavallie | e
[ trygvee Lavallie l:l —
Basic Life
) _ (] third dude o | _—
4. As you add each beneficiary Basic LTD
complete the information Total Primary D Total Contingent D
requested and click on “Save.” |E' | save |
S. After you have added all your

beneficiaries, assign them to your
life insurance plan by clicking on @

the checkbox to the right of their

| Add A New neneﬂéar\r [ —

names, choosing Primary or T oot ear T —
Contingent Beneficiary, and the iret T [ —|
percentage. Adddross 1 Addross 2|
Clty State B
(You can have as many Primary 7ip Phome |
and Contingent Beneficiaries Relation v

as you want, but the total for

a particular plan can not total
more than 100% of the benefit

all Primary and 100% for all
Contingent. If you would like to
have any benefit go to your estate
or a trust, create a beneficiary for
the estate or trust.)

ealect Your New Beneficiaries:

|4 Erin LaYallie

[l Gene Lavallie I:I

[ Eugene Lavallie I:l

[] trygvee Lavallie I:I
10

third dude o]

Open each of your life
insurance plans and assign the

beneficiary(s) you want for that 1 rotal primary El e — D
plan. When you have finished

i =]
you can log out or, if you have Don't Make Any Changes EN

flexible spending accounts, view
your balances and claims.
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1. Roll the mouse over the
My Benefits menu and a drop
down menu will allow you to
choose to view any of your
benefit elections.

To view your FSA elections
and claims,
click on Flexible Spending.

2. The Flexible Spending
Account page will show your:

* Elections

* Deposits

* Total annual claims
* Total payments

* Total denied amount

e Total funds available

To view your FSA claim
details, click on the effective
date of the plan you want to
view claims for.

Viewing Your Flexible Spending Account

(-

8%
/ ‘E’g,eneflt Rea(gy

My Profile Eenchts Enrcliment ogout

Flaxible Spending

] v
Eerefits Statemman

13
/13/2007

I Female

[ ¥ I |

L

€ ‘Fiéneﬂ}?ead
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3. For each claim
the detail will show:

¢ Claim dates
¢ Submitted amounts
* Denied amounts

* Paid Amounts

4. To log out, roll over and
click the Logout menu item

on the right end of the
top navigation.

ot
ﬁneﬂt Reag
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Benefit Ready

My Prafile My Benefits Enrallrment

Print

o Back |
Claim No Claim Date
74 1/19/2007
7o 1/22/2007
76 1/22/2007

Claim Amount

$250.00
$85.00
$35.00

Denied A
$0.00
$0.00
$0.00




